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INTRODUCTION

What is this Toolkit?

ThisToolkit isacollection of essential information, templates (contained in Appendix A), examples
(inAppendix B), and other assistance materialsand resources. It isdesigned to provideyouwith
step-by-step guidanceto enableyou to design, implement, and document an Environmental Manage-
ment System (EMS) for your park. ThisToolkit will ultimately help you devel op acustomized,
comprehensive EM S Manual to guideyour effortsand integrate your EM Sinto on-going park
activities.

Why use it?

After completing al of therequired stepsyou will have created the framework for exemplary envi-
ronmental management in your park —the easiest, most efficient and comprehensiveway to design
and createan EMS.

TheToolkit was devel oped to hel p parksimplement an EM S based on the NPS national standard
(the“*Model EMS’ or “park-level Model EMS’). The Model EM Swill ensurethat environmental
management activitiesin parks:

e Comply with applicablelawsand Executive Orders;

* ldentify and reduce environmental impacts;

* Makeoperations more efficient and lesswasteful ; and

* Provideaframework to continually improve performance.

Who needs to use this -_I_OOlkit? Regardless of who leads the EMT,
A team, often called an Environmental Management Team or EMT, that person must have access to
isthe best way to design and implement your EM S using this gark tma“ag?xgnnéénf?ancs,l',de:n;hne
Toolkit. Think carefully about who should be on the team, and, if epuly supert , 1ACHItY

) 1T ager or chief of natural resources
appropriate, who should | ead the team and assume responsibility for or visitor protection. Make sure third

theoverall EMS. Team members should represent activitiesthat parties such as contractors and
. . concessioners are represented on
arefound at your park, including management. the EMT.

cn o wh Obtaining commitment from team membersisimportant to the success
00se people wno are : . . - .

committed and who will e ©f designing an effectiveEMS. Thebest d&_el gned and impl err_1enteo_|
able to show up to each EMShasadedicated coreteam; the championsof your EMSintheir

meeting. You canalso con-  regpective departments, offices, positions.
sider the use of alternates —

in reality, not everyone will .
always be able to attend; How do you use it?

however, youwanttoensure  The Toolkit containsseveral sections. The most important section
continuity and progress. containsthe eight park-level Model EM S Elementsthat need to be
completed to form the basisof your EMS. Supporting sectionsprovide
information and linksto supplemental resourcesto help youimplement your EMS, suchasanEM S
Manual to document your EM Sactivity.

Each of the eight Elements contai nsinstructions, suggestionsand an example of what could be
included when addressing that Element. They provide guidance only and each ultimately must be
customized and adapted to reflect the conditions, culture, and unique nature of your park.
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Aslaid outinthe park-level Model EM S, the eight Elementsare asfollows:

Environmental Commitment Statement;

Park Activitiesand Environmental |mpacts,

Goals, Objectivesand Targets,

Roles, Responsibilitiesand Accountability;

Document Control, Recordkeeping and Reporting;

Communication;

Training; and,

Monitoring, M easurement, CorrectiveAction, and Management Review.

IPTMUO®>

Getting Started
TheToolkit containsthefollowing sections:

e Introduction —purpose, orientation and instructions,

« Eight Elements—description with tipsand suggestionsto help you create your own com-
prehensive EM S Elements,

« EM SResources—toolsto further help with implementing your EMS;

e Glossary —definition of key terms;

« Appendix A —acomplete set of blank templates based on the exampl es given throughout
the narrativethat can be adapted for your use;

* Appendix B —Beacon Stone (BEST) EM S Manual describing what BEST did to plan and
implement their EM S; and,

* Appendix C—BEST summary audit report.

The Eight Elements
The eight Elementsform the core of your EMS. They are part of anintegrated system where each
contributesto EM S success. Each Element ispresented in thefollowing way:

e Guidanceonthe purpose and role of the Element;
«  Factorsto consider while addressing the Element; and,
e Suggested language and tipsto help you devel op your own park EMS Manual.

It isimportant that each Element be completed in turn; completed Elements should be combined to
form the basis of your EMS Manual. Asmentioned above, an example of how to put together an
EMSManual, including asuggested contentslist and the BEST EMSManual, can befoundin
Appendix B.

Resources
The development and implementation of the park-level EM Sis supported by supplemental resources
including aHelp Desk Hot Line and EM Straining modules.

Glossary
Theglossary containsacollection of key EM Stermsand definitions.

Appendix A
This section contains acollection of templatesyou can useto document information gathered asyou



proceed through the Toolkit. Thesetemplates can be customized for your park and incor-
porated into your EMSManual. Templates may be used to list documents, or personnel
requiring training, for example.

Appendix B

Thisisan exampleof an EMS Manual for afictional park, Beacon Stone National Monument
(BEST), towhich you can refer to when devel oping your documentation and EMSManual. The
BEST example only followsthrough and addressestwo issuesidentified during the EM Simplemen-
tation process; one, implementing better practicesregarding the storage, handling, and use of hazard-
ous materialsthroughout the park, and two, the need for an energy audit. Thisexampleillustrates
stepsthat can be taken to move from establishing atarget, to planning al piecesthat will be needed
to achievethetarget, toimplementation and successful outcome.

Thisexample al so demonstratesthe rel ationship among each of the eight Elements, starting with the
Environmental Commitment Statement and following all of the stepsthrough to Monitoring, Mea-
surement, CorrectiveAction, and Management Review. By following and implementing each of the
eight Elements, your park can achieve the samekind of successesillustrated inthe BEST example.

Appendix C

Anexampleaudit report for BEST isprovided that demonstrates the usefulness of audit findingsin
establishing targetsduring the EM S process. Thetwo examplesusedin Appendix B arederived
fromthisaudit report.



THE EIGHT ELEMENTS

The eight Elements of the Model EM S are described in thismain section of the Toolkit. Explana-
tionsand examples of Element language are provided to hel p you customize the Elementsfor
inclusioninyour own EMS. (Sample templates which can be adapted for usein your EM S can be
foundinAppendix A). Tipsand suggestionsare provided in each Element to hel p you put together
your EM S documentation to be ultimately combined in your EMS Manual (see appendix B).

The park-level Model EM Sthat the National Park Service (NPS) utilizesis composed of eight
major Elements:

A. Environmental Commitment Statement;

. Park Activitiesand Environmental Impacts;

. Goals, Objectives, and Targets;

. Roles, Responsihilities, and Accountability;

. Document Control, Recordkeeping, and Reporting;

Communication;

. Training; and,

. Monitoring, Measurement, CorrectiveAction, and Management Review.

Each of these eight Elements has specific requirements designed to provide consistency of approach
and interpretation throughout the NPS. These minimum requirements must beincluded in each
park’'sEMS.




A. ENVIRONMENTAL COMMITMENT STATEMENT

Your park’s Environmental Commitment Statement (ECS) isakey component of your EM S be-
causeit will guideyour overall efforts; it should stand astestimony to your commitment to advanc-
ing environmental management at your park.

The Environmental Commitment Statement

What: A signed commitment statement affirming the park’s intent to strive for exem-
plary environmental management.

Why: The cornerstone of your EMS; the remaining seven Elements exist to fulfill the
ECS.

Who: The Environmental Management Team (EMT) normally drafts the ECS; it should
be signed by the park Superintendent.

When: The ECS should be one of the first Elements addressed by the EMT; it should
be reviewed at least annually.

Where: The signed ECS should be posted at appropriate locations in your facility and
included in your EMS Manual.

Itisusually theresponsibility of the EMT to draft the ECS and make subsequent changesto any
new versionsof the ECS. The Superintendent, or hisor her designee, isresponsiblefor reviewing
and approvingittomakeit final. All staff and management at your park should haveinput into the
development of the ECS aswell askey stakehol ders such as cooperating associ ations, concessi oner's,
and those holding historical |eases.

Management providestheinitial commitment and on-going | eadership to support your park’'sEMS.
Park management hasfinal responsibility for deciding on the all ocation of resources and the setting
and reviewing of operational goals. A ssimplebut strong statement of commitment toan EMS
system demonstrates management support and involvement.

The ECS should be updated to reflect new initiativeswhen they arise. The EMT should document
any changes madeto the ECS, and when and why they were made. I1tsapplicability will be assessed
aspart of your annual internal assessment process (and al so during the senior management review,
whichwill be discussed in Element H, Monitoring, M easurement, CorrectiveAction, and Manage-
ment Review). It therefore needsto be specific enough to be assessed — avoid vague and superficial
statements. Thiswill also ensurethat the ECSreflectsthe current purpose and intent of environmen-
tal management at your park.

Your ECS should reflect your mission asa park within the Nationa Park Service. 1t should show a
dedication to the preservation of the environment in which your park operates and contain specifics
whereappropriate. Ultimately, your effortsinimplementing the EM Swill be measured against the
intent contained in your commitment statement.



While preparing your ECS, remember it should, at aminimum, follow the guidelines
outlinedin Element A of theModel EMS:

A. Environmental Commitment Statement

e Each facility shall develop and document a commitment statement affirming the
facility’s intent to strive for exemplary environmental management.

« The commitment statement should be site-specific to the facility that is undertak-
ing an EMS as well as incorporating appropriate broader regional and service-
wide goals and objectives.

e The statement must commit to compliance with all applicable laws, including
federal, state, and local laws, regulations, requirements, policies, and Executive
Orders addressing the protection of the environment.

e The statement must commit to environmental leadership by incorporating pollu-
tion prevention, waste reduction, best management practices, and environmen-
tally preferable purchasing in all park management activities.

e The statement must commit facilities to strive for continual environmental im-
provement in those areas identified within the park EMS.

You can find an example of acommitment statement inthe BEST EMSManual. Itisjust an
example, included to show onetype of ECS. Your ECSwill likely be different becauseit should be
specificto your own park’s conditions and circumstances. Althoughit may belonger or shorter
dependent on your park’s conditionsand circumstances, it is expected most parkswill find aone
page ECSto be sufficient.

BEST EMS Manual — background

Note: The BEST EMS Manual is presented in its entirety in Appendix B as an example of
what an EMS Manual might look like. Background regarding the choices BEST
made and the decisions that are recorded in the manual are presented in these
text boxes throughout the eight Elements.

* Thefirst chapter in any EMS Manual should reference the ECS. BEST followed
the guidelines of Element A of the Model EMS in preparing their ECS. They
included a copy of their ECS in the appendix to the chapter.

» The BEST ECS includes a commitment to the sustainable use of natural re-
sources and the promotion of pollution prevention. They later used this to justify
one of their choices for EMS targets for the year. A commitment to meeting or
exceeding all applicable federal, state, and local environmental laws and regula-
tions lead them to choosing their other target.



Asmentioned on theintroduction page, examples of language that could beincludedinan
EMSManual are placed throughout thisdocument. Below isone such exampleof EMS
language; language that describes how an ECS could be created. You can usethislanguageasa
basisto develop your own ECS, or you can utilize (and subsequently document) your own ap-
proach. EMSgivesyou thiskind of flexibility.

Examplelanguagefor (Park Name) EMSManual, Element A: ECS

Our environmental commitment statement was prepared by the (Park Name) Environmental Man-
agement Team (EMT) and hasthe full commitment of the (Park Name) management, including
Superintendent (Park Superintendent Name). (Section ____ of thisEM SManual containsalist of
EMT team membersand contact information.) The commitment statement has been communicated
toal personnel at our park. The EMT will periodically review the commitment statement to ensure
that it iscurrent and fully expresses our environmental management prioritiesat (Park Name).

A copy of our park’senvironmental commitment statement is posted at key locationsthroughout the
park and isprovided on the following page(s) of thisEMSManual.

Tips/Suggestions: Consider what you write in your ECS. Avoid flowery and empty phrases. The
ECS sets the tone and direction for all of your EMS-related efforts. It becomes your guiding document
for setting worthwhile goals, objectives, and targets as you strive for environmental performance im-
provements.



B. PARKACTIVITIES AND ENVIRONMENTAL
IMPACTS

Assessing your park activitiesand services and theimpact they have on the environment isamajor
considerationin EM Sdesign. “Park Activitiesand Environmental Impacts,” the second stepinthe
park-level Model EM S, encourages parksto think beyond the normal realm of day-to-day opera-
tionsand examinethe overall influence apark can have on the surrounding environment.

Park Activities and Environmental Impacts

What: Anassessment of interactions and impacts from your park activities and means
to prioritize them.

Why: To choose what interactions and impacts are most significant to your park so
you can focus on them in goals, objectives, and targets.

Who: The EMT should inventory activities and their impacts and choose the criteria to
prioritize interactions and impacts with input from other appropriate park staff.

When: This effort should follow the development of and ECS and precede the estab-
lishment of goals, objectives, and targets.

Where: Results of the ranking of interactions and impacts should be included in the
EMS Manual.

The assessment isatwo step process. First, you must review your park activitiesand the activities
of those operating in your park (e.g., contractors, concessioners, cooperating associ ations) and
determine how they impact the surrounding environment. Second, you must prioritize theimpacts
and determine which onesare most important. The assessment of your park’simpacts can be ad-
dressed many ways, ranging from asimple meeting with park personnel, to adetailed and complex
seriesof identification, analysis, and mathematical modules. The beauty of an EM Sisthat both
methods are correct and each hasit benefits.

In the simple meeting approach, your park could gather agroup of peopletogether who arefamiliar
with park activitiesand operations. The more representative the group isof the park activities, the
more complete your assessment will be. The objective of the meeting and the group isto evaluate
theactivitiesof the park (e.g., vehicle maintenance) and list their impacts (e.g., wasteail). A park
may chooseto limit its assessment to particular areas of the park or specific operations. Oncethe
impactsarelisted, the group should establish criteriato determine which ones are most important or
significant and are ahigh priority for improving the environment impacted by the park.

In the more detailed approach, apark can establish ateam of people or bring stakeholdersin tolook
at every operation and document all potential impactsto the environment. Once complete, the park
could establish alist of criteriato measure against, then create and elaborate on astatistical,
weighted, ranking or scoring system. Theimpactsthat score high are determined to be the most
significant. Inthe BEST examplethereisamoderately detailed system of tablesand templatesfor
inventorying impacts and devel oping ascoring system.

Another approach to the processisto use existing programsand information. Datafrom compliance
auditsand regulatory requirements often encompass anumber of park activities: vehicle mainte-
nance, building maintenance, trash disposal, pesticide application, wastewater disposal, storage tank
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management, and road building, to nameafew. By inventorying thisinformation, apark
caninstitutionalize regulatory requirementsasanintegral part of theEMS. Other environ-

mental initiatives can al so beincorporated into the assessment of the park impactsincluding green-
ing, habitat/species protection, environmental education, and many other existing initiativesand
programs.

Regardless of the approach you choose, you must at aminimum meet the requirementsidentifiedin
Element B of theModel EMS:

B. Park Activities and Environmental Impacts

* The park must establish, implement, and document procedures that consider the
potential environmental impacts of all activities within their operations.

e Selected activities and their environmental impacts will establish the basis for
setting specific environmental objectives and targets. The EMS approach is de-
signed to move facilities beyond minimal regulatory compliance and to encourage
environmental leadership in all aspects of a park’s environmental interactions.
Therefore, compliance should be considered a critical component of an EMS, but
it should not form the exclusive objective.

It may be helpful to addressthis EM S Element by considering these basic questions:

* How doyour park’sactivitiesinteract with and affect (impact) the environment?

How do activitiesand services provided by third parties (e.g., concessioners, contractors)
interact with and affect the environment?

* How doweidentify environmental priorities?

* Doweplanfor, or react to, environmental issues?

« Doweknow all of our legal and other requirements?

e Aretherewayswe could be moreefficient in our operations?

Asyou can see, thereismore than one component to thisanalysis. For example, an assessment of
interactions and impacts upon the environment, and also an evaluation of all of the existing compli-
ance requirementsfacing your park arejust two of these components. Only by considering all of
these can you comprehensively assessthe state of your environmental management.

Identifying Your Impacts

The methods used to determine theimpacts and thelist of impactsitself can vary. Theimportant
common factor with this assessment processisto composealist of impactsand eventually prioritize
them based on your criteria.

You can start the process by identifying activities and operationsthat occur inyour park. The
typical park may contain, or be associated with, all or some of thefollowing activitiesand opera-
tions.
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Thislist, though incomplete, givesyou an understanding of the possible scope of activities
associated with parks. Many of these activitieshave potential environmental interactions
and impacts—oneway of defining the extent of your assessment.

» Buildings of all types * OpenLand

» Water resources such as lakes, rivers, * Wetlands and sensitive ecological
shorelines habitats

e Landscaped areas e Structures such as dams

* Roadways, trails and canals » Maintenance operations

» Fuel storage * Wastewater treatment

* On-site landfills » Waste storage

» Areas of past materials storage, mining » Concession facilities and services

or land disturbance

Inlooking at park activitiesand operations, you may realizethat assessing all theimpacts associated
with all of theidentified activitiesand areas can be overwhelming in your first year of implementing
anEMS. If you chooseto assessthem all, thereisareal danger of “biting off more than you can
chew” and having your fledgling EM S process stall, accomplishing little but frustration. However,
you could limit the scope of theinitial assessment based on many factorssuch asareaor building
locations, operation type, time, resources, and management initiatives. Itisusually wiser to start
modestly and build on success. Ultimately, asyour EM S system matures and becomes more sophis-
ticated, you can add to itscomplexity. EM Sisan ever evolving system and can beimproved and
readjusted. You can re-address park activitiesthat were judged to bein alower priority category (or
in some other way limited) during the EM Sinitiationin alater phase. Thisispart of the continual
improvement cycle characteristic of any management system.

Tips/Suggestions: You know your facility best — and this knowledge should be applied in the selec-
tion of what to consider in the start-up phase of your EMS. Remember, your EMS incorporates
continual improvement — you can assess other interactions and impacts in subsequent assessment
phases.

After selecting activitiesto focus on, you must then identify interactionswith the environment and
determinewhat impact thoseinteractionswill have; either positive or negative.

Of courseamyriad of activitiesdo haveinteractionswith the environment and therefore at | east
have apotential for animpact. A brief sampling of interactionsand impactsfor apark may include:

Visitors leaving trash that requires collection ¢ Using landfill space

and disposal » Depletion of natural resources (alumi-
num and petroleum from plastic mak-
ing process)

Using petroleum-based fuels in » Depletion of natural resources and raw

park vehicles materials

» VOC emissions contribute to degra-

dation of air quality
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Your EMT could use Template B-1 (inAppendix A) to list and assess as many of your

park activitiesaspossible. You may find it helpful to include park staff not onthe EMT,

such as concessioners, contractorsor other stakeholdersin thisnon-regulatory Park Interaction
Assessment.

Tips/Suggestions: You may also find it helpful (and practical) to group similar activities and consider
them as one impact category. For instance, if painting occurs at your facility carpentry shop and also
over in the historic restoration unit on the other side of the park, it may not make sense to attempt to
assess these activities separately if the impacts are virtually the same. One category for “Painting” will
suffice.

Also, the EMT should only consider thoseinteractions over which the park has control or could be
expected to exert aninfluence. Reducing emissionsfrom apower plant located two statesto the
west that affectsthe visual environment within your park may be beyond your sphere of direct
influence. But it could makeyou acutely aware of energy conservation and management needsin
general and thusyour park’s el ectricity consumption.

In the spirit of continual improvement, you should periodically reevaluate the park activity list and
associated interactions and impacts. Changes can occur in every park and new impacts may arise
while othersbecomelesssignificant.

BEST EMS Manual

e« The BEST EMS Manual includes a table (park interaction assessment) describ-
ing how activities were characterized and their potential for creating environmen-
tal impacts assessed. Another table (significant impact ranking) details how they
made the decision to choose the two issues on which to concentrate (energy
audit and hazardous waste management). The ranking system used by BEST is
described in section 5.0 of Chapter B of their Manual.

 The BEST EMS Manual also includes a list of all their environmental regulatory
requirements, permits, copies of consent agreements and enforcement orders; in
short, an inventory of known environmental requirements affecting their facilities
and operations. The requirements behind the two issues chosen by BEST can
be found in this list.

Prioritizing Park Interactions and Impacts

To help prioritize park interactions and impacts, you should identify criteriato be used in determin-
ing which impacts are considered most significant. Criteriacouldinclude duration of impact (e.g.,
long term, short term), ability to control impact, relationship to existing park management objec-
tives, economic factors, and risk to employeesand visitors.

Oncecriteriaareidentified, you will need to devel op ascoring system or some other methodin
whichyou can rank impacts. Eventually, this selection processwill result in determining the most
important (significant) impactsto be addressed asgoals, objectives, and targets.

Again, the criteriacan be extensive and the ranking can be addressed many ways, from simple
numbering to mathematical models. Hereisoneway to apply specific criteriato your park’sim-

pacts:
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Assign aranking scoreto each one based on thefollowing four criteria

Severity —What isthe severity of theimpact?

1- Minimal severity or aestheticimpact only

2- Moderate impact to water, air or land quality

3- Substantial impact to water, air or land quality or detrimental to human health, or floraand
fauna

Frequency —What isthe overall frequency or probability of theimpacts occurring?
1- Low frequency/lessthan onceayear

2- Moderate frequency/morethan once ayear and lessthan once amonth

3- High frequency/monthly or more frequent

Financial —What isthe overall economic effect of correcting theimpact?
1- Correcting theimpact islikely to be prohibitively expensive

2- Associated costsare negligible or modest

3- Correcting theimpact islikely to save the park money with a payback

Sakeholders—How would stakeholdersreact to, or be affected by, theimpact?
1- Neutral or disinterested

2- Mildly concerned

3- Greatly concerned

Once ranking scores have been assigned, add up therows (seethefollowing example). Impacts
with the highest scores can be considered significant impactsworthy of addressing through your
EMS. Whatever method you determineto be appropriateisup to you; just ensure the approach
isdocumented in your EMSModule. Thereissamplelanguage at the end of this Element
section.

Enter your scores here

Criteria Severity Frequency Financial / Stakeholders Total
Impact

Solid Waste

Generation 3 3 2 1 9

Air emission

from solvent

Tanks 3 1 3 3 10

Energy

Consumption 2 3 2 1
Water
Consumption 3 3 2

Total your score here
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BEST EMS Manual
 BEST used a similar process to determine their significant impacts. The
procedure that governs how this was carried out is documented in Chapter B,
Section 1.0 (procedures) and Section 5.0 (records).

For your park, use Park Interaction Template B-2 (in Appendix A) to assess park impacts and rank
them appropriately. Again, if you choseto use another system, ensure you document your systemin
your EMSManual.

Regulatory Obligations and Relationship to Priority

Parks, like other federal facilities, must comply with applicablelaws pertaining to environmental
matters. Other environmental requirements may beincluded in Director’s Orders, Departmental
Policies, or requirements set by your park’ sregional management.

Compliance with applicable environmental lawsand regulationsisan NPS priority. Asall parks
have conducted compliance audits, there should be familiarity with regulatory requirements. By
inventorying these requirements, you can institutionalize regulatory requirementsasan integral part
of thisassessment. Thisisaninteraction activity that likely encompasses or cross-cutsanumber of
park activitiesin most parks.

During theimpact identification processit isimportant to identify and recognize theselegal require-
ments. 1t will beimportant to ensure you have acompl etelist becausethese legal requirements,
along with significant impacts, will be used to develop goals, targets, and objectivesin the next
section. Inconsidering legal and other requirements as part of theinteractionsand impactsanalysis,
you can explorethe possibility of leveraging some of the resourcesyou aready expend in regulatory
compliance activitiesand, in some selected areas, demonstrate strong environmental leadership by
going beyond basic compliance. An EM S emphasi zes such an integrated approach to environmental
management —it isone of the underpinningsin the moveto efficient management. Combining
compliance with other initiatives can render benefits such as cost savings and increased environmen-
tal performance.

Whereto start? You may want to consider using resultsfrom your previous environmental audit or
concession audits and the NPS Environmental Audit Program EnviroCheck Sheetsasaresourcefor
determining regulatory requirements (asBEST did). You canidentify requirementsby program
areaor regulation or another method you find more convenient. Thereisno right or wrong way, just
try to ensureal requirementsareidentified.

Examplelanguageisincluded for you to usein documenting your choices on determining activities,
interactions, impacts, and significant criteria.

Examplelanguagefor EMSManual, Element B:
We haveincluded regulatory and other requirementsin our EM Sto ensure acomprehensive ap-
proach to environmental management. \We recognizethat we have certain legal obligations, and that

we haveto adhereto specific policies and guidance asa park withinthe NPS. We chooseto identify
thoselegal and other requirements alongside our interactionsand impactsin order to efficiently
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manage as much of our environmental impactsas possible.

I nteractions and impacts describe how interactswith and potentially affectsthe
environment. An understanding of theseinteractionsand impactsisimportant in determining the
focus of the EM S, and where positive change can be expected. Such considerations are combined
with arecognition and commitment to compliance with al applicablelaws.

Thepark EMT has completed an interactionsand impactsanaysis. (The documented procedures
that govern thisprocess, and theresults of the analysis, can befound in the attachments.) 1n assess-
ing theseinteractions, ascoring system was used to determine the most important impactsto our
park and therefore those subject to our objectivesand targets.

Interactions, impacts, and legal and other requirementswill bereviewed on an annual basis, in
conjunction with our senior management review, to determineif there are any changesthat should
bereflectedinour EMS.

Tips/Suggestions: As you go through the planning process, be sure to listen to others (contractors,
those holding historical leases, cooperating associations, concessioners, volunteers and partners).
Invite them to meetings and ask them for their opinion. Opinions from others may shed some light on
issues that you have dismissed as unimportant. Remember, all ideas can be constructive, and can
lead to more efficient, comprehensive environmental management; which is, after all, what we are
trying to achieve with an EMS.

Review the concept of full compliance with all applicable laws (see definition in Glossary). This con-
cept will help you prioritize your environmental interactions and impacts.
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C. GOALS, OBJECTIVES, AND TARGETS

Thegoals, objectives, and targets Element allowsyou to qualify and quantify theresultsyou wish to
seewith regard to reducing the significant environmental impactsidentified under Element B. Your
goals, objectives, and targets should reflect the commitment contained in your ECS.

Specifically, agoal isagenera statement; an objectiveaformal environmental goal; and, atarget a
specific performance requirement (quantified and given atimelinewhere practical). Asan example:
A reductionin the generation of solid waste (agoal) from the park headquarters building (objective)
by 25% within 12 months of the start of the EM S (target).

Tips/Suggestions: Moving from a goal to an objective to a target is the same as moving from a
general idea to a specific desired outcome.

How you accomplish the targetsidentified through this processis described in the second section of
this Element; the Environmental Management Plan (EMP). An EMPmust be designed for each one
of your targets; it describesthe specific actionsthat will be required to accomplish your target. An
EMPisthereforetarget-specific; it states how thetarget isto be achieved, who isgoing to work
towards achieving it, when and with what resources. (Of course, when thetarget isachieved, the
EMPwill have servedits purpose and isno longer needed; it can “go away.” Referencing successful
EMPsinyour EMSManual for futurereferenceisawaysagood idea; drawing upon what worked
inthe past will help future, perhaps, similar efforts.) An EMPistied to and formalizestheintent of
your park to achieve all that isstated in your ECS (see Element A). Inthat sense, an EMPisa
central (albeit temporary) element that drives much of your EMS. Inanutshell, it outlinestherole
of each personinvolvedin achieving atarget, what is expected of them, and what resultsarere-
quired to demonstrate accomplishment within the park.

Goals, Objectives, and Targets

What: Your list or table of goals, objectives, and targets and their associated action
plan(s) —the EMP.

Why: Goals, objectives and targets provide the park with a focus to environmental
improvement. An EMP details how the improvement(s) (i.e., the targets) are to
be achieved.

Who: Normally the EMT establishes and maintains the goals, objectives, targets and
EMPs, while a number of other non-EMT staff may be carrying out the actions
required under a specific EMP. Park management periodically reviews these
components.

When: Establish goals, objectives, targets, and their associated EMP(s) after you have
completed the interactions and impacts analysis. Review and consider updat-
ing your designated goals, objectives, and targets at least annually or as they
are accomplished.

Where: The EMT should maintain documents and records associated with documents
in Element C.
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While developing you goals, objectives and targets remember they should, at aminimum,
follow the guidelines outlined in Element C of theModel EMS:

C. Goals, Objectives, and Targets

» Procedures to identify specific goals, objectives, and targets relating to impacts
will be developed, documented, and then implemented. Goals, objectives, and
targets are chosen based on the above developed procedures.

» Goals, objectives, and targets should be quantified, a timeframe for their achieve-
ment should be proposed, and action plans should be established.

* Management and external auditors will assess the timely achievement of goals,
objectives, and targets in a review of the EMS.

* Continual improvement includes a requirement for periodic reviews of the rel-
evance and achievement of documented goals, objectives, and targets. At a mini-
mum these reviews shall be held annually.

* New goals, objectives, and targets may be added at any time. New goals, objec-
tives, and targets must always be set when previous goals, objectives, and targets
have been accomplished or are otherwise determined to no longer be relevant.

Setting Goals, Objectives, and Targets

Goals, objectives, and targets should reflect your ECS and betied to your interactions and impacts,
and legal and other requirementsidentified in Element B. Setting goals, objectives, andtargetsisa
cornerstone of an EMS; you should therefore plan to spend an appropriate amount of timeworking
through this section. The selection of your park’sgoals, objectives, and targets need to promote
continual improvement, pollution prevention, and environmental compliance, and be based onthe
reality of your park (e.g., thetechnical, economic, and resource constraints). For example, agoal
that istoo costly to achievewill likely never be accomplished. Goals, objectivesand targets are best
developed by those peoplethat aredirectly involved in that activity or process. These staff should
be brought intothe EM T on an as-needed basisto provide appropriateinput. Your park may also
identify goals, objectives, and targetsthat should apply to third parties (e.g., contractors,
concessioners) and identify how thesewill berequired (i.e., through contract language require-
ments).

Examplelanguagefor (Park Name) EMS Manual, Element C: Goal s, Objectives, and Targets

Annually, our park EMT reviews park facilities and operationsincluding, but not limited to: our
current interactions and impacts; environmental compliance requirements stemming fromall appli-
cablelaws; NPSHQ and Regional goals; and objectivesand direction, including those established
by DOI or OFEE. Activitiesareaso reviewed in light of the park mission, ECS, recent performance
results, and input from our park partners. Goals, objectives, and targetsareidentified and reviewed
during this processto maintain and improve park operations, minimize park impact to the ecosys-
tem, and demonstrate environmental |eadership. Thesegoals, objectives, and targetsare practical,
realistic, and provide clear direction for park environmental management activities.

Seetheattached tablefor alist of our current goals, objectives, and targets. Thelist representsthe
outcome of our interactionsand impactsanalysis. Thelist containsbrief information on the kind
and type of datawe plan on collecting to measure progress. Finally, it containsasummary of
activity needed to achievethem. For amore comprehensive discussion of our monitoring and
measurement activities, see Element H.
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BEST EMS Manual - Goals, Objectives and Targets
* BEST decided upon a common approach in order to determine what is ap-
plicable for a Goal, Objective and Target; they referred to the policy or regulation
that related to an audit finding (see Appendix C for the BEST audit report). Inthe
case of energy conservation, that policy was EO 13123; the hazardous material
finding was based on 29 CFR 1910.176 (c). BEST also included further back-
ground material in the EMS Manual to document their complete decision process.

Environmental Management Plan

Your EMP detailshow you trandlate your ECS and your goals, objectives, and targetsinto action. It
isthe“action plan” regarding how you are going to achieveyour targets. It ismoredetailed than the
Summary of Activity column shown inthe BEST example Goals, Objectivesand Target Table. The
EMP should definewho isresponsible, how and where arethey going to doit, by whenisit to be
done, and with what resourceswill they be provided (e.g., time, money, equipment).

Progresstowards achieving your goals, objectives, and targetswill demonstrate successful imple-
mentation of alarge part of your EMS. Remember to document why you chosewhat you did (i.e.,
why you picked the specific goals, objectives, and targets) |f you chooseto document your goals,
objectives, and targets using the Template document provided in Appendix A, remember to include
specific dates by which you aimto achieve your goals, objectives, and targetswhere and when
appropriate. These can bereferenced later to demonstrate program success.

Develop and implement aprocedureto review your goal's, objectives, and targets periodically. (For
more suggestions see Element H, Monitoring, M easurement, CorrectiveAction, and Management
Review). EM Semphasizes self-analysisas akey component of management oversight. Also, your
EM S should encompass acommitment to continual improvement. You should alwaysstriveto
improve the environmental management of your park and the systemsyou have created to assistin
that management. Setting increasingly stringent or challenging goals, objectives, and targetsduring
future EM Sreview cycleswill demonstrate your commitment to this continual improvement prin-
ciple.

Tips/Suggestions: Challenge yourselves, and your park, to select meaningful goals, objectives, and
targets, especially ones that promote the NPS concepts of greening, environmental leadership and
going beyond basic regulatory compliance.

Examplelanguagefor (Park Name) EM S Manual, Element C: Environmental Management Plan
Our Environmental Management Plan describes how we put into action theintent of our EMS. It

detailswhoisresponsiblefor each of the goals, objectives, and targetsidentified, and resources
availablefor their achievement. It also outlines dates by which we aim to accomplish these tasks.
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BEST EMS Manual - EMP

BEST established and documented an EMP for both EMS targets (the en-

ergy audit and the hazardous material management issue) in their EMS Manual.
Both EMPs are specific “action plans” designed to accomplish one EMS target.
Their EMPs contain details; they define who is responsible, how and where are
they going to do it, by when is it to be done, and with what resources will they be
provided (e.g., time, money, equipment).

An EMP can be developed and presented in a number of ways; BEST choose a
summary table approach with accompanying explanatory notes. The notes help
someone outside the park understand what the park is trying to achieve.

BEST communicated clearly with each individual involved in accomplishing the
target at each stage of the planning phase; each role is clearly defined. Each
milestone and requirement regarding the achievement of the target has a greater
chance of being implemented following this approach.
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D. ROLES, RESPONSIBILITIES, AND
ACCOUNTABILITY

Theintegration of environmental management in the NPS relies upon the assignment of responsibili-
tieswithin the park organization. Specific staff isassigned responsibility for administering various
programs having environmental impacts. Whereas sound environmental practicesare considered
every park employee’ sresponsibility, these responsibilities often extend beyond thetraditional and
well understood roles of natural resources managers, they range from activitiesthat support the
direct operation of the park (such as maintenance and procurement) to more regional activitiessuch
asscientific research.

Theidentification of program responsibilities servesasaframework and resourceinwhich al
partiesinvolved or interested in the EM S can clearly identify their respectiveroles, responsibilities,
and accountability. Institutionalizing roles, responsibilities, and accountability will helpinthe
development, implementation, and improvement of your EMS.

Roles, Responsibilities, and Accountability

What: Alistortable that identifies the roles and responsibilities of individuals within the
EMS.

Why: To ensure that important environmental activities are accounted for and man-
aged.

Who: The EMT reviews position descriptions and job responsibilities for all personnel;
critical environmental responsibilities are identified and incorporated into the
EMS.

When: Park staff is informed of their designated environmental responsibilities and as-
sociated environmental practices at the time of assignment. Staff are evaluated
annually as part of their formal annual performance evaluation.

Where: Roles, responsibilities, and accountability should be communicated to all staff
and documented in the EMS Manual.

Roles, responsibilities, and accountability should be defined and documented in this section; perhaps
inan“EMS Organization Chart.” The contentsof thismatrix should be clearly understood by all,
and made availablefor al staff. Asafirst step, the EM T members should be listed with contact
information. A park “EM S Rolesand Responsibility” Matrix should then be completed to include
all of the participantsin the program. Thisshould detail park-specific positionsand their expected
EMSresponsibilities. The combination of thesetwo piecesof information will ensurethat everyone
isinformed asto what isexpected of them. Others—not directly involved withthe EM S program —
will be aware of what is happening, and if necessary, will know who to contact regarding EM S
activity.

A key component in all endeavorsisthe provision of funds (amanagement role and responsibility).
Funding can take different forms; acommitment from asupervisor to provide a specific number of
hours per week to an employeeto work on an EMSinitiativeisaform of funding. (Such acommit-
ment should be documented; agreat way to demonstrate managerial support.) Other EM S projects,
stemming from theinteractionsand impactsanalysis, and qualified in the goals, objectives, and
targets Elements, may require capital outlay. The purchase of equipment, or theretro-fitting of a

20



building, the provision of secondary containment, or the use of consultantsto deliver
training may fall into thiscategory. Thisprovision of resourceswill need to be addressed,
documented (perhapsincluded in PMI1S), and fully implemented.

Asyou proceed, it isimportant to remember that each Element should conform to the principles
identified in Element D of the park-level Model EMS:

D. Roles, Responsibilities and Accountability

» Each park shall assign roles and responsibilities that allow for the goals, objec-
tives, and targets to be achieved.

* Forthe EMS to function effectively, personnel, budget, and organizational issues,
among others, should be considered in assigning roles and responsibilities.

» Position descriptions will include EMS-related responsibilities and performance
standards. Personnel will be evaluated on their performance in carrying out EMS-
related responsibilities during their annual performance review.

Your first step should betofill out an EMT table— positions, names, and contact information; then
proceed to the next table. (See Appendix A for copies of both table templates).

Tips/Suggestions: You should place an emphasis on accountability in staffing the roles required by
an EMS. Ensure that all roles and responsibilities, however, can be carried out by the assigned staff
and management through the application and execution of appropriate training.

Key job descriptions(i.e., Superintendent, Deputy Superintendent, Environmental Coordinator,
Safety Office, Chief and/or Concessions Specialist, and Facility Manager) should be updated if
necessary to include EM Srolesand responsibilities. Job performance should include an assessment
of how therolesand responsibilitieswere carried out during the previousyear. Employeesshould be
made awarethat their performance evaluation will include an assessment of their participationinthe
EMS, where applicable.

Tips/Suggestions: Emphasize the positive attributes of EMS; be sure to consider incentives and
awards as part of the annual assessment of an individual's performance.

Below isasample of standard language that could be used to describe the Roles, Responsibilities,
and Accountability Element of your EMS.

Examplelanguagefor (Park Name) EMSManual, Element D: Roles, Responsibilities, and Ac-
countability

Thissection listsour key EM S personnel —our Environmental Management Team (EMT), and also
providesfurther information on all of the personnel who haveresponsibilitieswithintheEMS
program.

We have an established personnel system based on Service requirementsthat includesapersonnel
responsibility and accountability system.
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Sound environmental practices, like sound safety practices, are considered everyone'sjob

at our park. Thisresponsibility isincorporated into all position descriptionsasageneral
performance element on environmental management. Inaddition, to ensurethat important environ-
mental activitiesare accounted for and executed, the EMT hasreviewed the position descriptions
and job responsibilitiesfor all personnel. Critical environmental responsibilitieshave beenidentified
and incorporated into position descriptionsand annual performance plansfor key employees. These
aresummarized, along with information onthe EMT, in the attachments.

Employeesareinformed of their designated environmental responsibilitieswhen they start their job.
They are made aware of these responsibilities and associated environmental practicesat thetime of
assignment though aninitial park orientation training and specific job orientation provided by their
supervisor. Dutiesare assessed by supervisorsin the course of day-to-day activities. Supervisorsare
responsiblefor correcting staff on an ad hoc basiswhen improper proceduresare observed. In
addition, supervisorsareresponsiblefor conducting formal annual performance evaluationsfor staff
under their administration. Thisevaluation considers performancerelated to the general perfor-
mance element and job specific performance requirementsin personnel position descriptions, aswell
as personnel successin meeting EMSgoals. Performanceismeasured using Service criteriaand
procedures. Positive performanceisexpected. Exceptiona performance may be encouraged
through environmental leadership award systems. Failureto complete designated environmental
responsi bilitiesin asatisfactory manner may be groundsfor disciplinary action and termination
dependant upon the severity and persistence of the behavior in accordance with Service policiesand
procedures.

Thepark hasa so identified key rolesand responsibilitiesfor appropriatethird parties (e.g.,
concessioners, contractors) operating in the park. Theserolesand responsibilitiesareincorporated
into the appropriate contract documents.

BEST EMS Manual
* Chapter D of the BEST EMS Manual contains both details of individuals who are
continually involved in the EMS (primarily the EMT) and those whose involvement
is limited to the achievement of the two targets (EMS roles and responsibilities).
The latter table in the Appendix to Chapter D documents the involvement of out-
side parties who can help achieve the targets (such as regional personnel and
those outside of the NPS, including concessioners).
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E. DOCUMENT CONTROL, RECORDKEEPING,
AND REPORTING

Documentation: The activity very few people actually enjoy, but cannot beavoided. Having a
systemin placeto track documentation and allow for itseasy retrieval isoften an involved process,
but, it will pay dividendsinthelong run. Intheendyou will spend moretime doing your job and
lesstimetracking down “lost” documents—one of theefficienciesof usingan EMS.

Document Control, Recordkeeping, and Reporting

What: Asystem to identify and track the location of environmental documentation, such
as EMS and other legal documents.

Why: To ensure thatimportant documents and records are correctly referenced, man-
aged, and submitted.

Who: The EMT creates and oversees the document and record management control
system.

When: Atthe outset of the EMS.

Where: The list of documents and records should be included in the EMS Manual.

A variety of documentation and reportsareinvolved in managing environmental mattersat your
park. Documentsdescribeyour EM S, including the decisionsthat have been made and procedures
followed. Recordsrequired by applicablelaws often need to be submitted to regulatory agencies.

A document and record control system providesaway for you to track and monitor all of your
park’s necessary environmental paperwork. Thiswill ensurethat EM S documents and other envi-
ronmental records are up-to-date and maintained in the proper location(s). The Templatesin Appen-
dix A (E1 and E2) provides oneway you could reference the documents and records you might
want/need to maintain. Enter thelocationswherethey areto befound and who isresponsiblefor
keeping them current.

Asyou proceed, it isimportant to remember that your system should conformto the principles
identified in Element E of the park-level Model EM S:

E. Document Control, Recordkeeping and Reporting
* Documents and records are used to demonstrate a facility’s compliance with laws,
requirements, policies, and standard operating procedures in many aspects of
management. Documents and records will serve the same purpose within an
EMS.
» Apark will develop procedures that, when executed, will demonstrate that the
organization has effectively carried out all the Elements of its EMS.

Tips/Suggestions: The actual EMS documents and other environmental records do not need to be
kept in the EMS Manual, just a reference to where they are located.
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By now you may be familiar with the text box that appears on the top of BEST'SEMS
documents — each table, set of procedures, and matrix features this box. The text box is

used to track documents. See the graphic below for a full explanation of each component of the
BEST example document and record control system.

Document Number — a unique number containing the following components: BEST (park abbreviation); EMS
(abbreviation for Environmental Management System); 2002 (the year the document was created); 003 (a
unique number for the document in question); 01 (the version number of the document — thisisthe first, hence
‘01).

Document Name—the name given by
you to identify the document.

/

EMS Policy

Date of Original Document —the date
that the first document was created.

BEST EMS Doc Control System Document Name:
Document Number : BEST-EM S-2002-003-01
Date of Original Document: 10/09/02

Date of this Revision: NA

Responsible Party: EMT Leader

A\

Responsible Party —the individual (asa
position) who is responsible for keeping the
document contents current.

Date of this Revision — the date of the current
document. In the example shown, there has not
yet been arevision issued, hence the Not
Applicableor “NA.”

Tips/Suggestions: The document number is the key element in the above example of the document
and record control system. If you are considering using a database to keep track of your documents
at your park, this number should be the primary piece of data.

Documents generated by your EM Sthat should be either stored or referenced under this section
include, but are not necessarily limited to:

e EMT information;

*  Planning activities, implementati on and operation procedures;
* Budgetary decisons;

» Postiondescriptions;

e Internal assessments; and,

* Management reviews.

Typical environmental recordsat an NPS park include, but are not necessarily limited to:

e Park Genera Management Plan;

*  NEPA documents;

e Cultural resource management documents;

*  Applicableenvironmental regulations;

e Service, regionand park policies;

*  Program plans(e.g., Hazard Communication Plan);
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e  Standard Operating Procedures (SOPs);

« Inventories(e.g., hazardous substances, hazardouswastes, solid wastes);

* Noticeof Violation (NOV);

* Environmental reportsto regulatory agencies(e.g., biannual hazardouswaste reports,
discharge monitoring reports);

*  Environmenta reportsto the Region or Service (e.g., waste reduction, environmental bud-
get, pesticide use proposals);

*  Environmental permits(e.g., NPDES, air);

e Park and concession environmental audit and corrective action reports;

* Interna operational evaluations;

e Environmental sampling data;

e Operational logs, inspection and monitoring reports,

*  Miscelaneousenvironmental records;

e Environmental budget data; and.

*  Environmental training documents and reports.

Many of the above documents and reportsarerequired under variousfedera, state, and local laws
and regulationsthat apply to activitiesat your park.

Below isan example of standard Element language that you could adapt to describe the processyou
will put in place to manage your documentsand recordsin your EMS Manual.

Examplelanguagefor (Park Name) EM S Manual, Element E: Document, Recordkeeping, and
Reporting.

EM S documentsfor (Park Name) are maintained through aformal file management system. This
central EM S documentsfileismaintained at the park headquarters. Thisfile providesacompen-
dium of all key environmental documentsand records generated for (Park Name) EMS. (Name of
responsible party, enter position of responsible party) isresponsiblefor maintaining thefile.

Environmental recordsfor (Park Name) are maintained through aformal environmental records
management system. Thissystem conformsto Serviceand regional standards. Thesystemis
designed to ensure compliance with all reporting requirements mandated by law, regulation, and
policy; maintain accountability for key operations; assuretimely and efficient accessto environmen-
tal data; and maintain security where necessary. The system consists of both hard copy and elec-
tronicfiles(whereallowed by law). Includedinthissystemisacentral environmental reportingfile
maintained at park headquarters. Thisfile providesacompendium of all key environmental reports
for the park. (Name of responsible party, enter position of responsible party) isresponsiblefor
maintaining thereporting file. Certain files such aslogsand inspection and monitoring reportsare
generated, and/or required to be maintained, in operational areas. Thesereportsare maintained at
the point of use and are under the administrative control of the operational areasupervisor. Some of
these operationa filesmay be designated as”important.” Thesefilesare duplicated and copiesor
originalsaremaintained in the central file. Our Environmental Document, Records, and Reporting
Control Planlistsall of the key documents, records, and reports used, generated, and/or submitted
by the park. Thisplanisreviewed and updated at |east annually.
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Tips/ Suggestions: Certain information is available from, and/or maintained on, off-site elec-

tronic information systems such as the Internet, and Service and Region Intranet. Key infor-
mation contained in these systems includes the following: federal regulations; Service and regional
policy; Service budget management information; environmental audit data and the audit protocol; and
federal, state, and local, Service and regional environmental, health, and safety guidance documents.
You can reference such resources in your document or records list — make sure you add in a URL if the
document is on the Internet.

BEST EMS Manual

» BEST makes reference to documents — it doesn’t feel the need to duplicate docu-
ments and records just to include them in the EMS Manual.

* The Manual does clearly spell out the procedure to follow in order to control docu-
ments, and provides a graphic explaining the contents of the document/record
management label.

* Documents include procedures that govern the EMS; records include all environ-
mental permits, plans that are required to demonstrate compliance.
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F. COMMUNICATION

Communicationisacore element of the successful implementation of an EMS. Unfortunately itis
often the most overlooked. Virtually any system can be advanced (or become stalled) based onthe
quality of communication.

Communication

What: Adocumented strategy to communicate environmental management to internal
and external parties.

Why: To share information; to facilitate the successful implementation of the EMS.

Who: The Environmental Management Team should draft the communication strategy
for review by appropriate personnel.

When: The communication strategy should be considered initially during the formation
of the EMT. Aformal strategy should be drafted based on the outcomes deter-
mined from the core EMS Elements. The communication strategy should be
revised periodically.

Where: The communication strategy should be a working document for the EMT, docu-
mented in the EMS Manual and posted where appropriate.

The communication strategy for the park-level Model EM S should be devel oped to introduce,
educate, facilitate, and promote environmental management through the EM Sto staff withinthe
park (including those non-NPS staff operating within the park such as contractors and concession
staff) and interested external parties(e.g., friendsgroup, gateway communities).

Your ECS should consider acommitment to open communication; both internally to staff and
management, and to the public and other stakeholders of the park. Your communication strategy
should meet the minimum requirementsidentified in the Element F of theModel EMS:

F. Communication

» Internal Communication — Parks will strive to make employees and supervisors
aware of the park’s EMS and their role in the commitment to environmental perfor-
mance and leadership. The communications will emphasize, at a minimum, those
facility activities and their environmental impacts that are linked to current goals,
objectives and targets.

« External Communication — Parks are encouraged to work with communities, ex-
ternal stakeholders, and the public to develop and share outstanding environmen-
tal accomplishments through appropriate media such as wayside exhibits, bro-
chures, and educational materials.

Tips/Suggestions: Communication doesn’t have to be constant; it may only be required on a periodic
basis, or after a milestone has been achieved. It should support your activities, not become a burden
and overwhelm other efforts within your EMS.

27



Below issome exampl e language regarding communication as part of an EMS.
Examplelanguagefor (Park Name) EMS Manual, Element F: Communication

Communication regarding environmental mattersfor (Park Name) hastwo components:

e Internal communication to ensurethat all staff and appropriate partners operating in the park
arekept up to date on environmental matters, and are provided with the necessary informa-
tionto performtheir duties.

»  External communication to ensurethe appropriate sharing of information with all parties
interested in the operation of (Park Name).

Internal communication methods are designed to provide park personnel with key information and
to provide avenuefor personnel to provideinput on environmental performance. Methodsinclude:
training classes, staff meetings (including amonthly safety and environmental meeting), fact sheets,
formal andinformal talks, internal emailsand memos, bulletin board postings, and others.

External communication is maintained through formal National Park Service public announce-

ments, the general Servicewebsite (www.nps.gov) and the park website (Your Park Website), press
releases, community meetings, public interfaces, external memorandums, and other casual informa-
tion sharing. All public announcements should conform to Service protocol and regional standards.

External partiesvary considerably; they can be park support groups (e.g., Friends of the Park) or
interested visitors requesting information on park greening practices and energy and water conserva
tion.

Tips/Suggestions: Seasonal employees should be included as part of your communication strategy.
Seasonal employees often have frequent contact with visitors to your park - a great opportunity to
spread the word regarding environmental management achievements.

BEST EMS Manual

*  Communication should cover both general environmental management issues and
those specific to the achievement of EMS targets.

* The matrix in the appendix to Chapter F lists the audience receiving the commu-
nication, what type or mechanism will be used use to deliver the message, its
content, and who is responsible for carrying out its delivery.

* The communication includes external parties (e.g., the local utility company to
help with the energy audit), and internal parties (including concessioners) to work
collaborate with respect to the hazardous materials management target.
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G. TRAINING

Successful implementation of any system isdependent upon the knowledge and skills (and attitudes)
of the peoplewithin that system. ThisElement isconcerned with establishing and managing the
facilitation of learning through training initiatives.

Training

What: A means to manage the training needs of park staff in light of their roles and
responsibilities, such as EMS and other legal requirements.

Why: To ensure that staff have the requisite knowledge and skills to implement the
EMS and sound environmental practices.

Who: The EMT reviews the position descriptions and job responsibilities for all per-
sonnel and develops a training matrix with input from park supervisors and oth-
ers.

When: Staff should be trained upon assignment. Additional training, including refresher
training, should be given based on regulatory requirements and need.

Where: The Training Matrix should be communicated to all staff and documented in the
EMS Manual.

Training and experience provides park staff with the knowledge and skills necessary to performtheir
roleswithinthe EM S and other environmental management requirements.

TheTraining Element can be accomplished in many ways, from one-on-oneinstruction (such as
apprenticeships), to tail-gate meetings and Service-wideworkshops. The narrative below provides
detailsof thetypeof training that park staff and management might berequired to take, how the
information isdelivered, by whom, who receivestheinformation, and how often. Your park could
usetheincluded Template asastarting point to record your personnel’ srelevant training require-
ments. Waysto leverage limited training budgets should be explored such as partnering with third
partieswithin the park, such as contractors and concessioners.

Your training program must, at aminimum, meet the requirement identified in Element G of the
Model EM Sidentified below:

G. Training
» Documented procedures will be developed and executed to ensure that all indi-
viduals that have a role or responsibility within the EMS have the understanding
and capability to carry out that role or responsibility. Training needs must be
identified and tailored to the needs of the position of the individual within an EMS
and will be documented.

Examplelanguagefor (Park Name) EM S Manual, Element G: Training

The personnel at (Park Name) are provided with the requisite knowledgeto safely, competently, and
legally fulfill their EM Sand other environmental responsibilities. Trainingisoneway inwhichthe
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right informationisgiventotherightindividual. Park management regularly assessesall
positionswithin our park and the associated training requirementsfor these positions.

Different methods of training are utilized at (Park Name) including traditional classroom, field
practicum, and distancelearning. Thistraining isoffered through internal park programs, regional
and Service programs, and commercia trainers. Every effortismadeto invite, or partner with, third
partieswithin the park, such as contractors and concessionerswhere appropriate, to leveragetraining
resources and to encourage collaboration and foster understanding by all partieswith the park.

Trainingisprovided on-siteand at off-sitelocations. The summary Environmental Training Matrix
detailsthetype and frequency of training required by our staff intheir various positions. Who has
been trained and who isresponsiblefor administering thetraining isalso listed. All training con-
ducted at our park complieswith, and is coordinated with, training standards devel oped by the
region and Service.

In order to ensurethat all the appropriate training has been received by theindividual in aparticular
position, detailed records of who hasreceived environmental training are maintained. Individual
training records are kept as part of the employee’spersonnel file. They are periodicaly (i.e., annu-
aly) reviewed to ensurethat all training is current and that all requirements, both regul atory based
and those based on best management practices, are met.

BEST EMS Manual
* The manual details the overall environmental training requirements at BEST and
gives an example of an individual’s training record. The training record (pulled
from personnel) allowed the EMT to identify someone who could play a key role in
the achievement of an EMS target (conducting the energy audit).
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H. MONITORING, MEASUREMENT, CORRECTIVE
ACTION, AND MANAGEMENT REVIEW

ThisElement isused to detail your park’s current (and proposed) methods of monitoring and mea-
suring environmental performance. Knowing whereyou are and being ableto demonstrate your
successes (such as progresstowards your goal's, obj ectives and targets) are central to your EMS.
Integral to thissuccessistheability to correct deficienciesasthey arefound and to establish mecha-
nismsfor preventing their recurrence.

Monitoring, Measurement, Corrective Action, and Management Review

What: A check on how your park’s EMS is performing and a means to re-align and
refocus as required. Can also include a periodic (e.g., yearly) review of
concessioner Environmental Management Plans and performance.

Why:  To continually improve your management systems and optimize your park’s en-
vironment performance.

Who: EMT typically coordinates this effort with input form other appropriate parties.
Superintendent conducts management review.

When: Throughout the EMS process (e.g., charting progress towards specific targets).
The full EMS is reviewed at least annually by park management.

Where: Documented procedures and results should be maintained by the EMT.

Asyou develop your methodsfor monitoring and improving your park’'sSEMS,; it ishelpful to keep
in mind the principlesidentified in Element H of the park-level Model EM S:

H. Monitoring, Measurement, Corrective Action, and Management Review

*  Procedures will be implemented to determine whether or not the EMS is achieving
its stated goals, objectives, and targets. As reflected in the parks’ Environmental
Commitment Statement and NPS policy, compliance with applicable laws is re-
quired. A facility should consider the results of recent environmental audits as
one set of monitoring and measurement data.

* Procedures will be developed and implemented to provide for corrective action to
remedy those Elements of the EMS that fail to achieve established goals, objec-
tives, and targets.

* Management review requires the documented periodic review of the performance
of an EMS to determine whether it is achieving the intent of the Environmental
Commitment Statement. Developed procedures will provide for the execution of
corrective actions when it is determined that the intent of the Environmental Com-
mitment Statement is not being achieved.

EM S Element H and itsrequirements can be conveniently divided into three sections:
e Monitoring and M easurement (includesthe concepts of review, checking and assessment);

+ Correction and Prevention; and,
*  Management Review.
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Monitoring and Measurement

Thekey to the prevention of seriousimpactsand the correction of situationsand proce-

duresthat could lead to adverseimpactsis monitoring and measuring those activities and services at
your park that are associated with environmental interactions. Numerous activitiesoccur at your
park, of course, and it makes sensethat different levels, intensities, and frequency of monitoring are
designed tailored to the need at hand. Some monitoring effortsrelateto regulatory permit require-
ments, some assess your own established targets, and some are checkson the park’SEM S system
itself.

A few examples of common environmental monitoring and measurement effortsalready occurringin
apark facility could include:

*  Periodic sampling and laboratory analysisof drinking water wells (permit);

* Meterreading for electricity usage (EM Starget);

« Daily wastewater discharge from atreatment system (permit);

*  Monthly gallonsof gasoline used by the park maintenance vehicles (EM Starget);

e Percentage of park employeesreceiving EM S awarenesstraining to date (training of all
employeesrequired by park EM S procedures);

e Quarterly compliance check of hazardouswaste storage records (EM Starget);

e Internal assessment of park’sEM S Roles, Responsibilities, and Accountability Element
(EMSsystem); and,

e Operational evaluationsof concession contracts.

To accomplish these monitoring and measurement effortsapark’sSEMT may find it hel pful to
establish threetypes of inspections and assessments. Thefollowing are proposed:

Individual Environmental Program Inspections. Individual environmental program monitoring and
measurement effortsare often required by regulatory requirement, plan, or standard operating
procedure. For example, the park SPCC Plan requires periodicinspection of fuel storagetanks.
Responsibility for this monitoring and measurement task (an inspection) isdesignated to an appli-
cable park or an operational unit (e.g., maintenance). Completion of theseinspection activitiesis
documented and deficienciesthat are noted are addressed through a corrective action program.

Internal Compliance Audits: The Superintendent should authorize an annual internal environmental
compliance audit (i.e., self audit) to evaluate programs and procedureswith respect to applicable
laws. Environmental audit protocol or other criteriasuch as EnviroCheck Sheetsor EnviroFact
Sheetsare used to conduct these assessments and the assessments are documented. Any deficiencies
(non-compliance) found are noted and addressed by the appropriate personnel though the corrective
action process.

Your park may also undergo periodic (typically once every threeyears) environmental audits
conducted by theregional Environmental Audit Program Coordinator or athird-party auditor(s)
using a Service-wide protocol. Park concessionerswill also be subject to environmental auditsusing
concession environmental audit criteria. Park management should encourage and fully support
these audits asameansto obtain an obj ective assessment of the park’sregulatory status.
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BEST EMS Manual
* The Manual contains the procedures to follow in order to monitor, measure,
and review EMS activities.

EM SAssessment: At least annually the EMT, led by theteam leader, should conduct afull EMS
Assessment - areview of the park’sdocumented EM S (i.e., EM S Manual) relativeto actual park
practices. The EMT should review each EM S Element for conformanceto the park-level Model

EM Sandto determineif there are any changesin applicablelaws, changesin operations, or changes
that would otherwiseresult in the need to updatethe EMS. If needed, the park providestraining to
employeeson the changesmadetothe EMS. Theresultsof the EM SA ssessment arereviewed by
the park management.

Correction and Prevention

The above section addressed devel oping proceduresfor the monitoring and measurement of an EM S
and the various environmental components, such ascompliance. The next step isdeveloping proce-
duresfor correcting any deficiencies (non-compliance or non-conformance) that you may find.
Theseareall opportunitiesfor improvement.

Aspart of your park’'sEMS, you should havein place standardized proceduresto follow if you
identify opportunitiesfor improvement in your system performance. For example, if you determine
that you did not meet your stated targets this may indicate aneed to reassessyour system. The
continual improvement foundation of EM Sallowsfor such self-assessment and self-correction—the
key to awell functioning system that will lead to improved environmental performance and park
efficiencies.

Tips/Suggestions: Do not be afraid of what you find. All assessment data provides insight into your
system and opportunities for improvement. An EMS is a not a destination, it is a continual process; so
use anything you learn along the way to improve the process.

The pathway to instituting suitabl e corrective actionsfor issuesfound in your monitoring and
measurement effortsisquiteastraight and direct road. For each deficiency consider:

e ldentify thedeficiency or issue;

e Analyzetheroot cause, what |ead to thisdeficiency or non-conformanceinthefirst place;

« Decideontheappropriate correction action(s);

»  Decideon an appropriatetimeline and assign tasks;

e Review theresultsof thesetasks upon completion and document the results; and,

* Revisit theissue during the next scheduled inspection or audit (of that element, activity, unit)
to determineif your actionsin fact resolved the deficiency and will likely prevent arecur-
rence.

Tips/Suggestions: Seek to design and implement preventative measures to avoid deficiencies or
non-conformances from recurring. Consider what you will do in order to meet your objectives and
targets the next time around and document your actions. The continual improvement foundation of
an EMS is built on these very self-assessment and self-correction efforts.
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You should always document your corrective actions. Thereisany number of optionsto
follow. A common procedureisto useaCorrective Action FormasBEST didintheir
EMSManual. Once completed, thisform should bedistributed to all affected staff.

BEST EMS Manual
* Asample corrective action form is included in the chapter H of the Manual.

Management Review

Aswe have seen, park management playsan integral rolein the establishment and the continual
improvement of apark’sEM Sand itsenvironmental performance objectives. Periodicreviewsat
the management level are necessary to eval uate the suitability and effectiveness of theEMSand to
redirect resources as needed.

Thesereviewsdo not need to belong, but can be conciseyet comprehensive. Normally, such re-
viewsinclude:

e Resultsfrominterna or external regulatory compliance audits,

* Resultsfrom EM Sassessments (including review of CorrectiveActionsforms);

e Areview of progresson stated goal's, objectives and targets (summary results gathered from
the EMT toinclude monthly updatesfrom target leaders);

* Areview of thesuitability and applicability of the ECS;

« Input received from stakehol ders concerning the park’ s environmental performance; and,

* Areview of all eight EMSElements.

Management level reviews should be conducted at defined interval sthroughout the year, and more
frequently isrecommended. Thefull EMSand all of itselements should bereviewed annually at a
minimum.

Tips/Suggestions: Management reviews should be documented through meeting minutes or simi-
lar means and kept by the EMT with other EMS meeting records.

Your park should use this annual review exercise to establish new goals, objectives and targets for the
coming year.

Examplelanguagefor your EMS Manual

We are committed to constant eval uation of our environmental performance and the performance of
those parties operating within the park as stated in our ECS. In order to measure how we are per-
forming, we undergo various assessments. The specific methods used in these self assessmentsare
included in our document control system. Thetypes of assessment activity for thepark arede-
scribed bel ow.

Environmental Performance Review: At the end of each year the EMT, led by the EM T team |eader,
will determinewhether the park has achieved identified environmental objectivesandtargets. If
objectivesand targets have not been met, the EM T will determinewhy, and will implement new
operating proceduresthat will encourage the Park to achieve our stated environmental objectives
and targets. A summary report of our annual progresswill be prepared and maintained onfileinthe
Superintendent’s officeand withthe EMT.
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Monitoring and measurement allow the park to gauge how well it isdoing in achieving the

EM Senvironmental objectivesand targets, and other requirements. If, upon conducting an
assessment, it isdetermined that the park hasfailed to achieveits objectives and targets, standard
proceduresto assess why the shortcoming(s) occurred arefollowed. The specific protocolsfor
compl eting the vari ous measurement and monitoring programs and proceduresfor correctiveand
preventative actions are attached.

At six monthintervalsthe EMT reportsto the Superintendent on the status of our EMS. In particu-
lar the EM T team detail sthe progress made towards achieving the park EM S obj ectives and targets,
and the other requirementsthe park is obliged to meet under applicablelaws. Each review isdocu-
mented and included inthe park’ s central documents, records, and reports management system, as
detailed inthe attachment.

BEST EMS Manual
e Those records generated as a result of management review, which are to be kept
by the EMT, are listed in the EMS Manual chapter. Who receives the records is
also stated.
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EMS RESOURCES

The EM Sassistance devel oped by the NPSwill include severa additional resourcesfor the pilot
parks:

Helpdesk Hotline

The NPSrecognizesthat you will have amyriad of questionsand concerns asyou work toward
establishing and maintainingan EMS. Many questions cannot be adequately addressed by printed
materials such asfact sheets, toolkits, model language, and case studies.

An EMSHelpdesk, specific to the NPS, will be established and staffed during the Pilot Park phase
of EMSdevelopment. A knowledgeable EM S specialist will beavailableon atoll free Hotlineto
answer specific questionsfrom the Pilot Parksand direct them to additional EM Sresourcesas
appropriate. TheHelp Desk Hot Lineisavailableto answer questionsfrom Pilot Park personnel.
TheHelp Desk Hot Line can bereached by calling 1-866-EMS-HTLN (866 367-4856).

Web Resources

Sometimesit seemslikethereisno shortage of information on the Web, but most of itisn’'t appli-
cableto your immediate needs. TheWeb hasagreat deal of informationon EMS, but itislargely
focused toward privateindustry and primarily SO 14001 oriented.

TheNPS Park Facility Management Division Web sitewill havelinksto sitesyou should find
useful and applicableto theissuesyou areaddressing. Included onthe Web sitewill bethe same
information contained on the CD aswell asan EM Stracking system and information exchange
wherelessons|earned from Pioneer Parks can beidentified.

CD
A CD resourceisunder development that will include additional and toolsand materialsthat parks
can utilize:

e Templatesof thetablesand formsfoundinthe EM S Toolkit;

e Advanced templatesfor those parks seeking to have an “enhanced” EMS;

e Samplechecklistsand SOPs;

*  Examplesof EM Sassessment protocols, audit checklists, interview questionsand amanage-
ment review agenda;

*  Frequently asked questions;

» Linksto additional Web siteresources; and,

* Listof concessionersassociated with EM S Pilot Parks; and,

» EMStraining modulesfor use by Pilot Parksat their facilities (PowerPoint presentationsfor
basic EMSAwarenessand Trainthe EMT).

Concession Environmental Management Program (CoEMP)

e GreenLineNumber: 303/987-6919. Concessionersand concession park staff cancall to
request technical assistance on the documented Environmental Management Program, atype
of EM Sthat isrequired of all concessionerssigning new Concession Contracts. The
GreenLine Number isalso available to answer questions about other environmental issues
and the CoEMP.
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e GreenLineEmail: NPS_GreenLine@nps.gov. Instead of calling the GreenLine
Number, concessionersand concession park staff have an option to email the
CoEMPto request technical assistance on the documented Environmental Management
Program and other environmental issues, or to learn more about the CoEMP.

e GreenLineNewsletter. Thisnewsdletter, published bi-annually, providesaforuminwhich
the CoEM P can share information with concessioners and concession park staff about
environmental management systems, current environmental compliance requirements, and
Best Management Practices. It alsoidentifiesresourcesavailableto improve concessioner
environmental performance and highlights successstories.

e CoEMPWebsite. Thewebsite (www.nps.gov/concessions) isunder development, and will
includethelatest EM Sresources devel oped by the COEMP, in additionto linksto other EMS
resources available ontheInternet. EM Sresources anticipated to be available on the
websiteinclude guidance on how to develop EM Psfor specific concession servicetypesand
environmental topic resource documentsthat focus on concession operations.
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GLOSSARY

Activity - Virtually any process, function, event or operation occurring at apark either once, periodi-
cally, or continually.

Applicable Laws- Thelawsof Congressincluding rules, regulations, and requirements promul -
gated under those laws, aswell as state and local laws, rules, regulations, and requirementsthat
govern protection of the environment and which specifically apply to agiven park.

Auditor - Person qualified to perform compliance audits. A Lead Auditor managesthe audit process
and the audit team.

Audit Cycle- The period of timeinwhich all the activities associated with agiven siteare audited.

Audit Finding—A conclusion asaresult of acompliance audit that identifiesadeficiency or a
condition that deviatesfrom the expected or required condition.

Audit Team - Group of auditors, or asingle auditor, designated to perform agiven audit; the audit
team may a so includetechnical expertsand auditors-in-training.

Best Management Practices (BMP) - Practicesthat apply the most current means and technol ogies
availableto not only comply with mandatory environmental regul ations, but al so maintain asupe-
rior level of environmental performance.

Boundary - Thedefining parametersfor apark’'sEMS. An EM S can be defined through aphysical
area(often called “fenceline”) or it can be defined by an organizational grouping (e.g., departments,
divisions, specific operations).

Certification - Verifying or attesting (through an independent organi zation) that aprocessor system
conformsto certain established requirements, usually astandard such as1SO 14001. Thetermis
generaly synonymouswith “registration.”

Checklists- A seriesof questions, in either paper or automated format, for usein evaluating compli-
ance, EM S effectiveness, or both. Checklistsoccur in several formsfor useby varying levelsof
personnd.

Code of Environmental Management Principles (CEMP) - A set of environmental management
principlesdevel oped by the US Environmental Protection Agency for use at Federal agencies.

Compliance- Meeting all legal environmental obligationsand requirementsasidentified by appli-
cablefederal, state, and local laws, rules, and regulations. Seealso, “ Conformance.”

Compliance Audit - Identification, characterization, and documentation of compliance status
deficienciesrelated to either practicesor environmental programs.

Conformance - Meeting all EM S obligations asidentified by Executive Orders, Department of the
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Interior directives, and NPS guidance and standards, especially theModel EMS. Seealso,
“Compliance.”

Continual I mprovement - The systematic process or framework for improving aprocess, function,
operation, system, or entire organization. Inquality system termsthisisoften associated with the
“Plan-Do-Check-Act” model.

CorrectiveAction - Any action that eliminates anonconformance, deficiency, or other undesirable
Situation in amanagement system; especially onethat addressesthe root causeto prevent recurrence.

Deficiency - An unauthorized deviation from acceptabl e procedures or practices.

Emergency Response Plan - A detailed plan that describesthelogistics, required actions, and
reporting requirementsin the event of afire, explosion, or spill that occurson park property having
the potential to affect park personnel, visitors, contractors, or property.

Environment - Surroundingsin which an organization operates, including air, water, land, natural
resources, flora, fauna, humans, and their interrel ationships.

Environmental Commitment Statement (ECS) - A statement by apark’s senior management of its
commitment to the environment, including the commitment to compliance and pollution prevention.
The ECS providestheframework for continual improvement through the setting of objectivesand
targets and the actions necessary to achieve the desired performanceimprovements.

Environmental Leadership - Integrating environmental accountability into day-to-day decision-
making and long-term planning processes. Advocating BMPon apersonal and organizational level
and the principlesof sustainability, and making decisionsthat demonstrate acommitment to those
practicesand principles.

Environmental Management Plan (EMP) - A detailed plan of action specifying the meansand
timeframes by which an EM S obj ective and associated target(s) will be addressed.

Environmental Management System (EMS) - A systematic approach to managing apark’senvi-
ronmental affairsbased on continual improvement and strategic planning principles. AnEMS
providesfor the organizational structure, planning activities, rolesand responsibilities, work prac-
ticesand procedures, necessary to support the ECS. A park-level EM S must conform to the Model
EMSwhichinturnisconsistent with the CEMP and with EM S standards such as 1 SO 14001.

Environmental Management System Manual —A manua documenting an organization’s prin-
ciplesand actionsrelating to its Environmental Management System.

Environmental Management System Assessment - A systematic documented verification process
of objectively obtaining and eval uating evidence to determinewhether an organization' SEMSis
functioning asintended and conformsto the principles, criteria, and goals committed to by the
organization.

Environmental Management Team (EMT) - The group of individuals at each park that coordi-
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nates and tracks theimplementation and continually overseesthe EM S at that park. EMTs
should have adesignated |eader reporting to park management.

Environmental Performance - M easurable and quantifiabl e results of afunctioning environmental
management system.

Environmental Policy —A statement by an organization of itsenvironmental commitment and
principles. Withinthe NPSthe preferableterm for this concept is“ Environmental Commitment
Statement.”

Facility - Any building, installation, structure, land, and other property owned or operated by, or
leased to the NPS. Thistermincludesagroup of facilitiesat asinglelocation managed asan
integrated operation, aswell asgovernment owned contractor operated facilities(e.q.,
concessioners). Theterm*“park” and “facility” may be used interchangeably.

Goal - A genera statement of adesired strategic outcometo be achieved through apark’' SEMS
(e.g., reduceair pollution).

I mpacts - The effects of apark’sinteraction (or proposed interaction) upon specific natural re-
sourcesor any other dimension of the environment. Impacts may bedirect, indirect, or cumulative,
beneficial or adverse. Inthe context of apark-level EMS, most impactsof concernwill be adverse

impacts.

I nteractions- A park’sactivities, programs, functions, or actionsthat can connect to, or interrelate
with, natural resourcesor any other dimension of the environment. Interactions havethe potential to
resultinimpacts. The NPSterm “interactions’ isequivalent to the 1SO 14001 term “ aspects,”
although theformer termispreferable.

I nternational Organization for Standardization (1 SO) - A worldwide voluntary federation of
national standards bodiesfrom over 140 countries. 1SO isresponsiblefor the development of the
EMS standard 1SO 14001.

| SO 14001 - Aninternational voluntary standard for environmental management systems. Thisis
one standard in the1SO 14000 series of International Standards on environmental management.

Life Cycle- Consecutive and inter-linked stages of aproduct or service system, from raw material
acquisition or generation of natural resourcesuntil disposal.

Life CycleAssessment (LCA) - A systematic set of proceduresfor compiling and examining the
inputsand outputs of material's, energy, and the associated environmenta impactsdirectly attribut-
ableto thefunctioning of aproduct or service system throughout itslife cycle.

Management System - A structured non-technical system that provides policies, objectives, prin-
ciples, authority, responsibilities, accountability, and an implementation plan to guide an organiza-
tioninadesired direction.

Model EMS - The specific EM S standard devel oped by the NPSfor use by park staff in developing
each park-level EMS.
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Non-conformance - The non-fulfillment of aspecified Model EM S element or require-
ment.

Non-Governmental Organization (NGO) - Voluntary organizationsthat participate actively inthe
promotion of environmental policiesand issues.

Objective- A formal environmental goal stating adesired outcome (e.g., reduce energy consump-
tion). Itisderived from apark’senvironmental commitment statement, from evaluationsof its
specific environmental interactionsand impacts, or both.

Opportunity for I mprovement —An observed condition that does not represent a serious deficiency
or deviation from the expected or required condition, but does provide aspecific opportunity to
improvethe operational or environmental performance status of the park.

Ozone-Depleting Substance - Any substance designated asaClass| or Class || substance by EPA
in 40 Code of Federal Regulations (CFR) Part 82.

Park Management - The senior management in the park organization. 1t normally consists of the
Superintendent and key membersof his/her staff.

Pollution Prevention - Means* sourcereduction,” asdefined in the Pollution Prevention Act (PPA),
and other practicesthat reduce or eliminate the creation of pollutantsthrough: (a) increased effi-
ciency intheuse of raw material's, energy, water, or other resources; or (b) protection of natural
resources by conservation.

Procedure- A documented set of instructionswith clearly assigned rolesand responsibilitiesdirect-
ing proper operation of apractice or conduct of an EM S element.

Quality - Thefeaturesand characteristicsof aproduct, service, or activity that relateto itsability to
conform to or meet stated or implied requirements.

Root Cause - Thefundamental deficiency that isthe cause of anon-conformance or system break-
down and which must be corrected to prevent arecurrence.

Self-assessment - Assessments of any efforts, activities, or systemswhen the assessorsareinvolved
inor responsiblefor thoseitemsor practices under evaluation.

Sakeholders- Any individualsor groupsthat have an interest in apark’s operation and itsenviron-
mental performance. Stakeholders may include employees, regulators, visitors, suppliers,

concess oners, conservation and advocacy groups, community residents, and themedia. Inthe
context of an EM S, “Interested Party” isan equivalent termto “ Stakeholder.”

Sandard - A protocol established by arecognized authority asarule or requirement.
Sandard Operating Procedure (SOP) - A written document that detailsthe approved method for

an operation, analysisor action with prescribed techniques and steps, especially for performing
routine or repetitivetasks.
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Sustainable Practices- Actionsthat best achieve ecol ogical and biological integrity,
protect the quality of air, water, soil, and other aspects of the natural and cultural environ-
ment at present and into the future.

Target - A specific performance requirement, quantified where practicable, to achieve astated
objective (e.g., reduce electrical energy consumption by 25% by the end of FY 2004).

Toolkit - An established set of procedures, examples, templates, references, and resourcesthat park
staff may utilizeto assist in the devel opment of apark-level EMS.

Waste Prevention — Any changein the design, manufacturing, purchase, or use of materialsor
products (including packaging) to reduce their amount or toxicity beforethey arediscarded. Waste
prevention also refersto the reuse of productsor materials.

Waste Reduction - Preventing or decreasing the amount of waste being generated through waste
prevention, recycling, or purchasing recycled and environmentally preferable products.

Appendix A - Templates

Appendix B - EMS Manual

Appendix C - Best Audit Report
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